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PLCRMENT AWD PRGIOTION POLICY

1. OBJFCTIVES

2. An effective placemend program for the Agency must rest on
sovnd policies for ass;.gm*“at, reassignment and promr%ticn
vhich aix in a positive wagy tos |

(1 Atitrect and relein highly qualified personnsl.

(2% stimalate wadimum ubilization of the skills,
erpacitler and training of all persomnel.

(3; Develop and muintain a higher level of individual

job performance and satisfaction.

FEEN
o

Tesurs opportunisy for gll individunls to dévelop

to & maxiram fUwir cepaclties for service with the

Agency.

., fThegs oblisctives can be accomplished only by tbe combined efforts
of Uperaving Offlces, widag $hrough supervisors and Career Ser—
vice Dosrds, and the Peruomnel 0ffice. Their accemplishment also
reguires:

{1 Fair and sccwrate evalustion of persommel in ierms
_ both of cuvrend rerformence and potenitial for develop-
mernt.
{?: Realistic qualification raguirements applied fairly
and cbjeetiveiy Lo all persomiel,
The seope of invelligence sctivities resulls in wide dif-

fercoecs i Uhs misslens snd persomel requirements of individual
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Offfces . This Agexeyis method of persvmmel cva!ua%imx wrEt

the:fefaz‘a be sufficientiy flerible and sur gualificatics re-

quireme”* sufficientdy realistic to recognize the spedial

'_nee;ﬁe 07 each Office & Well es the overall persomel Banagesedt
¥

objéfctives ol ths Agenoy. This preclades the i;up@aiﬁ.wr; o
pres.'*j,i;ae plasement standards for sigle applicatica fhrovatut
the mﬂc,yk ard «mphagizes the importance of developing prac.
w.c#l gualification regquirsments for each Office within the
- frasiswork of Agency policy,

: POLICY

2. GOengral
 Actions %o assign, reassign or promote Ageacy porasimel
shm e indidated to oac mﬁcﬁml&sa the placemsnt objiectlves mbitred

abﬂw o

b, Readsigument and Promotion from Withia

e stimsiale maxizam wtilizatlion and ﬁne:c»urége the propreasive
d@ﬁl&mgm of career pergomel, vacant positicns shall bhe filled
> 4 m*zse igimens o vroneidon from within the Ageney whensver Lt in
posgible and practleable to de so, New personnel shall b
amplorec endy when they ars ciesrly bettor qualified than persons
avallab)z wi thin the ﬁge LS

Lo Reiqmm for Rea&:@ﬁﬁmm‘ or Promotion

b g

When an indivic!nn“é ¢an better serve the Agency in a posi%.iongl

o *“’”‘J crgandzations i compunent; pis present organization will

‘ py 2 L=
ﬁ‘Illllﬂ
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rolease nin for reaasigmzent or premotion to the new position. No
person i indispensable, howover irconveniont it may be to replace
hinm. Clarical personnel will be released for reassignmont within
thivgy ealenday days whether or not a promotion is involved,
Personnel. in other classifications will be released within sixty
caiendar days. Where thase pericds aré insufficlient to permit
conplotion of eeseoniial wseigmments, release msy be delayed for
an additional thirty deys on approval of the Assistant Director/
Persome’q

do XIndividunl Dovelopment

An indivicoelis resscignment or promotion cannot be dise
aszceiated from plans for his Fong~term servics with the Agsney.
The Ageiravent of new dultles or rocponsibilitles to an individual
shall be at a pece consizient with his dsmonstrated rate of
development and shall be compatible with the anticipated course
of bis future service.

s Usg of Cralificstion Reouivements

Eligihility for reassigmment or promotion {o e given
position shall be determined by an individualis demonstrated
capceity to meet the actval requirements of the kind and quality

of work 0 ba performed, This determination will be based on an
apyraisel of the individualis xecord of service with the Agency

in reletion to the essentin) skills, knowledge, experience and
perseral qualities required without undue emphasis on ary gingle
clement. Fxcept in the legal and medical professions » o formal
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edncational preveguisitez shall bo esteblished to bar Agency

persommel from advarcemend to any position.

f. Areas of Consideratlon

ot ARG )

In fi13ing a vacency by promotion, resssignment or detail,
consideration will be piven fivst to 81l quelified individuals
in the branch or divisicn where the vacancy existéo When no
suitably qualified candidates srs availeble, the area of con=
zideration will be extented within the necessery limitations of
opzrabional securdty until all galified persons in the Office
or hgency have been consideved. Pariticular atbention should be
ziven o prowiding the wldest possible base in secking candidates
for positions roguiring supervisory and executive skills.

3. RUSPONSIBILITIES

It is nccessary that:
2. Bmployeea
{1) Understend that the intent of thig policy is to provide
esch indlvidual an ouporiunity for appropriate consider-
ation and not to guerantee a vight to promotion or re-
sgsigamenty
(2) Lcevive the skills snd experlence necessery for advances

rert to pesitions of gresgter responsibility,

-l
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1, Supervisors and Operating Offices

{1) Actively support the cbjeciivez of the placemen{; program
md observe the procedures deoveloped for its opevstiong

{2} Assist the Persomnsl Office in developing realistic
cualification requivemantsy

{3} Take positive actisn to develop personnel under their
supsrvligion through sraluation, guidence, armd training.
Thiz will serve both to incroags the effectiveness of
persomel in their current assignments and Lo prepare
then for advancements

{h) Be 2ler: to discover individusls with umisuzl ability or
potontial and give speciel attention to their utilization
and development o

@, Persomel Office

{1) Provide overall supsrvision and coordination of the plscement
PTOZi e,

{2} Dovelop with operating officlals realistic cqualification

reguirgments which refiect the specific job needs of the

Offices and the gensial personrel standerds of ths Agency.

{3) Develop with operatirg officidls maitistic objectives and
positive plang for the utiilzation and development of ine

dividusls and groups of pergsomnel within the Agency. This
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incindes the develomment of objective standards to insure
a d@xairable degree of uwniformlity in the progressive advance=
menl; of porsonnel within sstoblished csreoxr fields,

(I} Proside continuous cviluation of the effectiveness of the
rzency s placowment progrem ands in coopersition with operating

cfficials, make necessary revisions in the program.
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